DEPARTMENT OF THE TREASURY 
UNITED STATES SECRET SERVICE 

file June 20, 1977 




Mr. Howard Roffman 
5885 Edenfield Road 
Apt B-29 

Jacksonville, Florida 32211 
Dear Mr. Roffman: 

Below is the proper format for a Freedom of Information request as 
defined under Title 31 of the Code of Federal Regulations, Part 1, 

Subpart A, Section 1.5(c) : 

(1) In writing with the signature and authorization from 
Mr. Harold Weisberg. 

(2) State that it is made pursuant to the Freedom of 
Information Act (5 U.S.C. , Section 552) , or Title 31 
of the Code of Federal Regulations, Part 1A. 

(3) Be addressed to: Freedom of Information & 

Privacy Acts Officer 
Office of Public Affairs 
U.S. Secret Service 
1800 G Street, N.W. , Room 908 
Washington, D.C. 20223. 

(4) Reasonably describe the records in sufficient detail 

to enable Secret Service employees to locate the records; 

(5) Set forth the address where you wish to be notified of the 
determination as to whether the request will be granted. 

(6) State whether you wish to inspect the records or desire 

to have a copy made and furnished without first inspecting them. 



BUY U. S. SAV/NGS BONDS AND SAVE 






(7) 



State your firm agreement to pay fees for search and 
uplication. You should state an acceptable upper 

WhiCh . YOU are willing to pay to cover the 
costs of processing the request. Fees imposed by 
the Secret Service are in accordance with the uniform 
fee schedule of the Treasury Department which is as 
follows: (a) 5.10 each for photocopies and (b) $5 00 

for each hour or fraction thereof for services of 
personnel involved in locating records. 



Sincerely , 




0. Goff 
Freedom of 

Privacy Acts Officer 
Office of Public Affairs 




